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COVBAT CENTER ORDER 1700.1D WCh 1

From Commandi ng Gener al
To: Di stribution List

Subj: REQUEST MAST
Ref : (a) U S. Navy Regul ations
(b) Marine Corps Mnual

(c) MCO I 700. 23E
End: (1) Request Mast Form

1. Purpose. To pronulgate policy and procedures concerning Request Mast.

2. Cancellation. CCO 1700.1C.

3. Background. Request Mast is a formal procedure by which an individual can
di scuss any matter with Commanding Officers in the chain of conmand. The Marine
Cor ps uses the chain of command to acconplish its mssion and see to the noral e,
physi cal well-being and general welfare of Marines

4. | nf or mati on

a. References (a) through (c) contain information regarding the rights of
i ndividuals to Request Mast. |In particular, Article 1151.1 of reference (a) states
that nmenbers of the naval service may speak directly with their Commandi ng Oficer
and paragraph 2805 of reference (b) establishes the rights of Marines and provides
the basic authority for Request Mast in the Marine Corps. A Marine may not be
prohi bited from speaking with their Commanding O ficer in a proper manner, at a
proper time and place. Reference (c) specifically states that any Marine who
attenpts to prevent another Marine frominitiating, witing, or forwardi ng a Request
Mast up the chain of conmand may be subject to adm nistrative and/or |egal action.

(1) The Uniform Code of MIlitary Justice provides the protection of the
rights of the individual at every stage of disciplinary action, frominvestigation
t hrough final review or appeal. These rights include the right of the individual
upon whom nonj udi ci al puni shnent has been i nposed to appeal to the next superior
officer in the chain of command, and in the case of one convicted by court-martial,
the right to automatic review of the findings and sentence. Request Mast is not
i ntended as a neans to collaterally attack the proceedi ngs, punishnment, or findings
and sentence resulting fromdisciplinary action brought under the Uniform Code of
Mlitary Justice. Therefore, a Commanding Oficer may deny a Request Mast that has
as its subject disciplinary action brought under the Uniform Code of Mlitary
Justice, whether contenpl ated, pending, in progress, or final.

(2) The current edition of MCO P1900. 16, chapters 4 and 6, contain
provisions for the protection of rights of respondents being processed for
i nvol untary admi ni strative separation. Commandi ng O ficers may deny a Request Mast
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that has as its subject such involuntary adm nistrative di scharge proceedi ngs
whet her cont enpl ated, pending, in progress, or final.

b. Reference (c) states that every Marine has the right to be granted Request
Mast with commanders up to and including the i medi ate Conmandi ng General within the
chain of command who is located at the sane base or i mmedi ate geographic | ocation.
For the purpose of Request Mast, "Marine" includes all uniformed personnel of
the Arned Forces who are nmenbers of a particular comrand, including those attached
toit or serving with it on tenporary additional duty.

c. Individuals will be granted the privilege of forwarding an application for
Request Mast with hi gher commanders incl udi ng the Conmandant of the Marine Corps and
the Secretary of the Navy. There is, though, no vested right to Request Mast with
such hi gher conmanders. No Request Mast will be forwarded to higher conmanders
except upon full disclosure of the reason of the Request Mast to the Commandi ng
Ceneral in the appropriate chain of conmand. |Individuals granted Request Mast with
hi gher authority will bear all costs involved, such as transportation, billeting,
etc

d. Personnel availing thenselves of the right to Request Mast in good faith may
do so without fear of prejudice to their interest. The Request Mast policy
contained in this Oder evolved through a continuing effort to ensure that
i ndi vi dual s seeki ng Request Mast receive a tinmely and appropriate response from
officers in the chain of command. Confidence in Request Mast as a neans to
articulate real or perceived grievances is a basic requirenment for the individual
Marine's sense of personal worth and norale. Request Mast will not be denied,
however, all personnel should utilize this medium of conmunications after other
forns of avail abl e assistance have proven unsuccessful. |In this connection,
personnel Requesting Mast should be prepared to readily accept, at the | owest
echel on of command, |ogical solutions offered to their problens.

5. Procedures

a. Individuals Requesting Mast nmust follow the procedures published by their
uni t commander.

b. The Request Mast will be initiated at the | owest |level of command. It nust
be forwarded through all |evels of command bel ow t he commander before whomthe
i ndi vidual wi shes to appear. This is necessary to encourage the solving of an
i ndividual's problens at the | owest possible |evel.

c. |If the individual so desires, the matter of concern does not have to be
expressed either orally or in witing, to anyone in the chain of conmand except the
officer with whomthe individual w shes to Request Mast.

d. In all cases where the Request Mast is with the Conmandi ng General, the
i ndi vi dual Requesting Mast will prepare a conplete witten statement setting forth
the reasons for the action. Any supporting docunents concerning the Request Mast
must be attached. The statenent may also include a list of witnesses with a summary
of the expected testinony of each witness. The statenent nust include a list of
persons in the chain of command whomt he individual has seen at Request Mast and
state the action taken by these individuals. |If the petitioner has not reveal ed the
subj ect of the Request Mast to other proper authorities in the chain of conmand, the
reasons must be explained. This statenment nust be delivered to the Commandi ng
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Ceneral together with the petition for Request Mast. The petitioner may place the
witten statenent in an envel ope nmarked, "To be opened by the Commandi ng CGener al
only."

e. Commanding Oficers or Oficers in Charge before whomthe petitioner desires
to appear, will conduct Request Mast at the earliest reasonable tine and not |ater
than three working days after the initial subm ssion of the petition, whenever
possi ble. Additionally, commanders will hear energency cases as soon as possible,
normal ly within 24 hours of the time the petition is prepared. There should be no
nmore than a 24 hour delay, at any level in the chain of command through which the
Request Mast nust proceed, whenever possible. Petitions for Request Mast with the
Commandi ng General together with any statenent, confidential or otherw se, mnust
proceed via the chain of comuand wi t hout del ay.

f. Conmanding O ficers having personnel who desire to Request Mast with the
Commandi ng General will request an appointnment with the Conmbat Center |nspector by
tel ephone. A properly conpl eted Request Mast Form enclosure (1), together with the
st at ement / docunent ati on del i neated in subparagraph Sd above, service record
book/ of fi cer qualification record, a brief resunme’ of any known circunstances
pertaining to the Request Mast as well as an indication of past perfornmance of
duties will be forwarded to the Conbat Center Inspector by the nost expeditious
means before personnel report for Request Mast. To expedite adm nistrative
procedures, |egible handwitten endorsenents may be submtted.

g. The Commandi ng CGeneral or a designated representative will conduct any
request masts desired during the course of the Conmandi ng General's | nspection.
Commandi ng OFficers will publicize this fact to all menbers of their organization
and will designate a suitable |location for the conduct of the request masts. Before
the petition arrives for Request Mast, the docunentation required in subparagraph Sf
above will be nmade avail able to the Conmandi ng General. The follow ng notice wll
be published and posted on all unit bulletin boards a m ni mum of four working days
bef ore the schedul ed i nspection:

"A Commandi ng CGeneral's Inspection of (unit) will be conducted during (dates). All
officers and enlisted personnel will be afforded an opportunity for Request Mast

wi th the Commandi ng General or a designated representative to be held during the

i nspection. Request Mast Forms for this purpose are not required to be prepared in
advance and nmay be obtained at the tinme of Request Mast which will be held at (tine,

day, date) in (office/location) ."

h. Request masts will normally be held in conjunction with inspections
conducted by higher authority; i.e., Commandi ng CGeneral, Fleet Marine Force, Pacific
and the I nspector General of the Marine Corps. Procedures to be followed for the
conduct of these request nmasts will be promul gated before the inspection.

i. Individuals confined in correctional facilities have the right to Request
Mast. Petitions for Request Mast marked, "To be opened by the Conmandi ng Cener al
only,” will not be opened by correctional facility personnel.

j. Under reference (c), the Conmandi ng General may conduct request masts for
Mari nes who are menbers of resident commands. The subject matter of the Request
Mast should involve matters over which the Commandi ng General has responsibility,
(i.e., housing, conm ssary, or other Conbat Center activities or facilities).
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k. The above procedures will be foll owed except when operational necessities or
urgent mlitary requirenents prevent the tinmely hearing of the Request Mast or when
t he Conmandi ng General determines it is being used for harassnent, avoiding duties,
or intentionally interfering with the commander's ability to carry out functions and
m ssions. However, application for Request Mast wi th hi gher commanders as descri bed
i n subparagraph 4d above, will be forwarded even though the Conmandi ng General may
determ ne that one of the situations described above exists.

. The Request Mast procedure is the primary nmeans for filing conplaints of
di scrimnation sexual harassnent, and hazing.

6. Action
a. Commanding Oficers will:

(1) Ensure conpliance with the provisions of paragraphs (4) and (5) above.

(2) Publish Request Mast procedures in accordance with the references and
this Order. These procedures will contain, at a mni num

(a) A statement of the purpose of the command Request Mast program

(b) Identification by billet of the individual whomthe petitioner nust
first contact to Request Mast.

(c) Instructions on howto prepare a petition or an application for

(d) An explanation as to the Conmanding O ficers or Oficers in Charge
bef ore whom the individual has a right to appear at Request Mast and those before
whom t he i ndividual may request to appear as outlined in subparagraphs 4c and 4d
above.

(e) An explanation that Request Mast mnmust be initiated at the | onest
| evel of command, and be forwarded through all [evels of command bel ow t he comuander
bef ore whom t he i ndi vidual w shes to appear.

(f) A statement that the petitioner does not have to state the matter of
concern, either orally or in witing, to anyone in the chain of command except the
officer with whomthe individual wi shes to Request Mast. However, efforts to solve
t he probl em shoul d be nmade at the | owest |evel possible.

(g) Instructions that all Commanding Oficers in the chain of command
bef ore whomthe petitioner will appear, nust forward the request so as to reach the
of ficer hol ding Request Mast not later than three working days after initial
subm ssion of the petition. There should be no nore than a 24 hour delay at any
level in the chain of command. Both tine restrictions are subject to the caveat in
subpar agraph 5k above, but will be foll owed whenever possible.

(h) A statement that personnel availing thenselves of the right to
appear at Request Mast in good faith may do so without fear of prejudice to their
i nterest.

(i) A statement that Request Mast is not intended to be used for the
pur pose of harrassnent, avoiding duty, or intentionally interfering with the
Commander's ability to carry out the functions and m ssion of the comand.

(j) A statement that Request Mast is the primary neans for filing
di scrimnation conplaints, including sexual harrassnent.
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(k) Instructions that if petitions for Request Mast w th a higher
conmander in the chain of command are resolved at a | ower |evel, the individual wll
make a witten statenent on the Request Mast Formindicating satisfaction with the
action taken and voluntary wi thdrawal of the petition to the higher commander. This
statenent will be wi tnessed.

(1) Instructions that individuals will nmake a witten statenent on the
Request Mast Formindicating their degree of satisfaction with the action taken by
t he person hearing the Request Mast.

(m Establishnment of procedures to be followed so that foll ow up action
is properly admnistered in a tinmely and adequat e manner.

(n) Instructions that the records, proceedings and final disposition of
Request Mast cases are properly safeguarded to prevent such information from being
prejudicial to the petitioner's well-being. Request Mast records w |l be maintained
separately from service records.

b. The Conbat Center Inspector wll:

(1) Ensure conpliance with the procedures contained in paragraphs 4 and 5
above.

(2) Ensure that follow up action on Request Masts with the Commandi ng
Ceneral, as directed by the Conmandi ng General, is fully acconplished.

c. Al supervisory personnel will acquaint thenselves with the provisions of
this Order and ensure that all personnel under their supervision are aware of the
procedures for Request Mast.

J. D. MAJCHRZAK
Chi ef of Staff

DI STRIBUTION:  A-1 plus Inspector (10)
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COVBAT CENTER ORDER 1700.1D Ch 1

From Commandi ng Gener al
To: Di stribution List

Subj: REQUEST MAST
1. Purpose. To direct pen changes to the basic O der.
2. Action
a. On page 1 change reference (c) the basic Order. to read "MCO 1700. 23E. "

b. On page 3, paragraph 5(1), at the end of discrimnation, add "sexual
harassnment, and hazing" vice "and sexual harassment."

c. Renove enclosure (1) of the basic Order and replace it with the
correspondi ng encl osure.

3. Summary of Change. The revised enclosure is in conpliance with the new
guidelines set forth by reference (c) of the basic O der.

4. Applicability. This Bulletin is applicable to all commands and organi zati ons
| ocat ed aboard the Conbat Center.

J. D. LENARD
Chi ef of Staff

DI STRIBUTION:  A-1 plus Inspector (10)
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REQUEST MAST FORM ( FRONT SI DE)

W LL BE ADDED LATER

ENCLOSURE ( 1)






